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Registering for Self Service

1. Launch your web browser and go to: www.portal.adp.com

2. Click the First Time Users Register Here link on the Self Service Login page.

User Login Administrator Login

w First Time Users Reqister Here
» Meed Help Getting Started?
u Update My Security Profile

w Change vour Password
» Make This Site Your Home Page

» Forgot vour User Id
w Forgot yvour Password

8 Automatic Data Pro ng, Inc. = PRIVACY B LEGAL

3. Click Register Now.

AR

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your persona information. To assist Privacy & Security
us in meeting that commitment, you must register with us before using our services. During registration, youll be assigned a user ID

and you'll create a unigue password. Then you'll be ready to log on and stat using ADP services. = Our Security Commitment
. . y
Readyto getstarted? (] Register now | " DR Privacy Statement

= Leqgal Information

The Registration Process At-a-Glance
Here is how to register for ADP serices:

@ Enter your registration pass code
@ ety your identity

© Enter your contact infarmation
@) Enler your security infarmation

© View your user 1D and create your passward

What you need to register:
n Registration pass code Learn More

Already Registered?

Do you already have an ADP user D in the following format; JSmith@Company?
If yes, you are already registered for ADP senices. Do you want to add a service?

4. Enter your Registration Pass Code provided to you by Human Resources, and
click Next.
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Register for ADP Services

Please enter the following information to register for ADP semvices

Step 1 of 6

Enter Your Registration Pass Code

1. Enter Your Registration

Pass Code Your employer provided you with & registration pass code when they instructed you to register anline for ADP services. If you dont know
2. Werify Your [dentity what your pass code is, contact your administrator for assistance.
3. Enter Your Contact . .
\nformation Note: The pass code is not case-sensitive,
4. Enter Your Security b = Required
Information
5. View Your Userld & Create
U Passweah I A o 1. - s
Your Passvoid Registration Pass Code: b {Example: Genco-1234abe)

B. Confirmation

LIS
|

5. Select to verify with either your SSN or TIN, using the full number of digits.
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Register for ADP Services
Flease enter the fo lowing information ta register for AD= services.

Step 2of 5

1. Enter Your Reg stration ‘ MesihyRxouciideutity,

Pass Code ADZ is committed to protecting your privacy snd ensuring that only you can access vou- dsta. We ask for some persanal
| 2. Verify Your Identity information s2 we can confirm that you are the individual veu clair tc be. Then we can provide you with the approp-iate

3. Enter Your Comact onling access to ADP senices

Infarmatior

4. Eqter Your Security I want to verify my identity using:

HAIFERT @& Social Security Mumker [SEN)

5 Wiew Your UserlD 5

Create Your Password 0 Individual Taxpayer ldzntfication Mamber (ITI)

6. Confirmation ~
our SSM is usec during the account creation process; i is not usad “or any other surpose.

»= Required

First Name: bl | (Your legal first name: do not enter a rickname.}
Middle Initial: []

Last Name: P| ||Apnstrnshes and nyphens are allowed )

SSH: ’l:l (All nire digits in any format)
Confirm SSN: Dl:l (Al nire digits in amy format)
Date of Birth: P %] (Month) b {Day)

- Mext :I - Cancel :I

[Ntermet Q0% -

6. Enter your data in the fields with the . After completing these fields, click
Next. Please Note — you must enter your name as it appears in the HR/Payroll
system of record.
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7. Inrare circumstances, a second page (below) of Verify Your Identity may appear.
This may be due to incorrect data being entered in the previous screen. If this
occurs, click Cancel and verify your entered information. Note — you must enter
your name as it appears in the HR/Payroll system of record. If all data is correct
and you are still seeing this form, please contact the SS Help Desk for more
information.

£3P

Register for ADP Services
Please enter the following inforrmation to register for ADP services

Step 2 of 6

1 EntervourResistaton | Yerify Your Identity

Pass Code We need some more information in order to verify your identity. Please complete the information on this page.
2. Verify Your ldentity

2. Entar Your Contact » = Required

Information .

4 Enter Your Security A. Select a Service

Information NN -
5. Wiews Your User d & Creats| Service: v _“J Hrvicy

Your Password
& Confirmation B. ADP Self-Service Information

Your ernployer sent you a letter with your Employee ID and PIN. If you do not know what your Employee 1D or PIM is, contact your manager
o systern administrator

Employee 1D: » | |

PIN: v |

. Next | . Cancel |
A

8. Complete the fields on your Contact Information and click Next.
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9. Complete all the fields on your Security Information and click Next.



:J::Jf
||Registar for ADF Berdces
[Frame avier 1 Rieema rifzraten {2 oot fon ADF mmicn

Sepdci
B i W i [Pl Enlar ¥owr Securdby Il ommabion
: : FOr Sta Ty TS 008, o riul dadait W Goront oy uesiong aed el thee ancwie. 70w Regal s Reponndaamadion. veu
2 Warhy P el Wl belr Bkt B0 o'l T Sl i IR 10 SR ) BT
i Ends: Taan D
ao Impairtan: B BLr¥ to CRECRS 3R TWESEYTAI CIE AHTAES
ALETERr Fou ity il - )
|_Weiriaas

T L 1 B L] b
il 1 CitpTams o Birthi: b

SR A e Vo ik B and S yEEl SN
Swcurity Ghestian 1: ¥ w

Areuer 1; »

Salwci a et queaion bom the ket el arter FEL T
Sty eian 3 v s

di e G

[ EC=d W casce

10. The View Your Userid and Create Your Password screen will appear. Your user ID
is displayed.

Note: The security questions and answers are used if you forget your logon credentials.
Be sure to choose information that you can readily remember.
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[Feqiater for ADP Services.
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11. Enter your password in the Create Password field.

Note: Your password must be a minimum of 8 characters and contain at least one alpha
and either one numeric or special character. Your password is case-sensitive.
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12. Re-enter your password in the Confirm Password field and click Submit.
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13. The Confirmation page will appear. You are now registered for Self-Service. Click
Close.
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You will receive a “Confirmation of Registration” email message that contains your User
ID.

The next step is to add Additional Services, so that you have access to eTIME.



Adding eTIME

1. Go back to the Portal main login page: http://portal.adp.com and select “First
Time Users Register Here”

User Login Administrator Login

w First Time Users Reqister Here

u Update My Security Profile
= Change vour Password
» Make This Site Your Home Page

» Forgot vour User Id
» Forgot vour Password

008 Automatic Data Pre = PRIVACY B LEGAL

2. Click Add a Service.

£3?

Welcome!

Welcomel ADP is committed to protecting your privacy and ensuring that only you can access your personal
information. To assist us in meeting that commitment, you must register with us before using our serices. During " = |
registration, you'll be assigned a user ID and you'll create a unique password. Then you'll be read
using ADP services.

10 log on and start = Qur Security Commitment

= ADP Privacy Statement

Ready to get started? (i | " Already Registered? [

Leqal Information

The Registration Process At-a-Glance
Here is how to register for ADP services Do you already have an ADP user D in the following
@ Enter your registration pass code farmat: JSmith@Company?

€ erify your identity If 50, you are already registered for ADP semices
© Enter your contact information
@) Enter your security information

© view your user ID and create your password

What you need to register:
» Registration pass code Learn More

3. On the Enterprise eTIME line, choose Add.



@ Welcome, Diana Grillo
Hanage My Profile Change My Password Hanage Hy Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your user account, click Add. To remove a serice from
your account, click Delete.

If you have a service that is pending and want to use your pay staterment or form WW-2 to associate that service with your user account, click Try
Again.

Important: If ADP services are displayed without Add/Delete options next to them, you automatically have access to those products. ¥ou don't need
to add them separately.

Self Service
iPayStatements
Enterprise eTIME -

4. Enter your Employee ID number and click Submit.

@ Welcome, Diana Grillo
Hanage Hy Profile Change My Password Hanage Hy Services

Yerify Your Identity
We need some information in order to verify your identity. Please complete the information on this page.

» = Required

Enterprise eTime Information

Employee ID: » 122223 (" our Employee D is provided by your manager or system administrator.)

. Submit \ Cancel :I

5. Upon successful completion, you will see the following screen:

m Welcome, John Doe
Manage My Profile | (e UL DRLRGCELIGR | Manage My Services

Manage My Services

The following ADP services are currently available to you. To associate another service with your
user account, click Add. To remove a service from your account, click Delete.

<<Service Name>>has been added successfully.



Logging in to eTIME

1. Gotothe ADP Portal site at http://portal.adp.com.

2 B3
The server portal,adp.com at Emploves Access
[09:11:34;1038] requires a username and password,
Liser name: | 5] ij

Passward;

[Jremember my password

[ K ][ Cancel ]

User Lugin | Administrator Login |

m First Time Users Reqgister Here
» Need Help Getting Started?
» Update My Security Profile

» Change vour Password
» Make This Site Your Home Page

= Forgot vour User |d
» Forgot vour Password

B PRIVACY B LEGAL

3. Enter the User ID that was given to you during the registration process and the

password that you chose.

4. Click OK. ADP Home Page appears.



Welcome

~ fnog.

Home

Todayis

Home | Manager | Time | Myself | Money | Benefits | Career |

Language Opton:  Buglah | Espafio

What's New HE Customized text is entered here

Welcome To The
USG Employee Self-Service Portal

Forms Library

* Toaccess the eTime system, 9o to the "Time" tab above The Forms Library is & reposttory for all forms employees may reguire
* Toaccess your benefits, select the "Benefits” tab above

Recommended Links HE

Click the links below: for additioral information:

USG Site

Todayis Apr7, 2009
Home | Manager | Time | Myself | Money | Benefits

Language Option: Enghsh | Espafiol

5. Click the Time tab at the top of the page.

Time and Attendance

Click the link below to update your time and attendance (t

6. Click the eTIME link.

You are now in the eTIME application.



Project View Time Card for Monthly Employee

The Project View timecard for Monthly Employees is to record the usage of Exception
time such as Vacation or Sick. It records the total number of hours to be deducted from
the accrual of the Exception Time Accrual buckets.

On the 28" of each month the accrual process will be generated automatically by eTime.

It will add to the Accrual buckets the amount of monthly accrual that your leave
enrollment permits.

The recording of the Exception Time to be taken will only be allowed if you have the
amount within the Accrual bucket. If you do not have the time in the bucket, a message
will be displayed to you when you try to enter the time on the time sheet.

For example, you need to take 16 hours of Vacation leave but you only have 10 hours in your
Vacation Accrual. eTime will only allow you to use the 10 hours. eTime will display that you only
have 10 hours and it will not allow you to save your timecard until you only enter the 10.

You must still adhere to the Board of Regents Policy (802.07.02 SICK LEAVE WITH PAY)
regarding Sick Leave. This policy can be viewed at this website.
http://www.usg.edu/regents/policymanual/800.phtml.

Entering Exception Time in a Project View Timecard

Click in the cell on the day where you need to record Exception Time. Type the number
of hours to be recorded. To enter your Exception Time, follow these steps:

Hame & ID |Mi\ler, Stanley MONTHLYS220
Loaded: 2:40PM

Time Period |Current Pay Period Rl

mns ~ Punch ¥ Amount ¥ Accruals ¥ Comment ™ Approvals * Reports ¥ Leave T

Week starting: Sun 3/29

Pay Code anstay Sun 329 Mon 3/30 Tue 331 Wieed 4101 Thu 402 Fri 4103 Sat 404
[ <] ‘acation - - 200
1 h
week stal bun a./05
v Code Transfer Sun 4105 Won 4106 Tue 4107 Wed 4008 Thu 4109 Fri 410 Sat 411
5| vEgaton %00
ﬂ B sick - 200
%00 200 5

Weelk l:a bun 4/12 “

\f Cocle Transfer Sun 412 Mon 4135 Tue 414 Wied 415 Thu 416 FridMT Sat 418
Torkecd -

4

1. Click the drop down in the Pay Code column, select the Pay Code that applies to the
Exception Time (vacation, sick) used

2. The actual hours used will be entered on the day of the Exception Time.

10

Tatal

Total

Total

600
800

400
00
12:00



3. If both types of Exception Time (vacation, sick) need to be recorded on the same

week, insert a row by clicking the icon. A new row will appear below the Pay Code

for the first Exception Time.

4. On the new row from the drop down in the Pay Code column, select the Pay Code
that applies to the Exception Time (vacation, sick) used.

5. On the new row of the Pay Code, enter in the day column the hours which were used

for the Pay Code.

6. To remove a Pay Code if placed in error, click the B icon. You will be asked to “Erase
data for the entire row?” Click Yes. The row will disappear when you Save the

Timecard.

7. Click ‘Save’. Notice that the TimeCard title is orange but once saved turns black.

Adding Comments

To add a comment to any cell, right-click in the cell and choose ‘Add Comment’, or

Comment > Add.

Weel starting: Sun 5/17
Pay Code
¢ | Hours Warked -

Transfer

Week starting: 5un 5/24
Fay Code
B Hours Worked -

B ‘acation

Transfer

Saving the Time Card

Actions ¥ Punch ¥ Amount ¥ Accruals

Comment rovals * Reports ¥ Leave ™
Al Comment —=p)
Delete Comment

Delete Nate — honisifls U

&:00
&.00

Sun 5f24 hion 5/25 T

&00 -
&:00

B3 Add Comment @

Comments

| 12 Hour Off Yiolation j
Ahsence with =1hr notice

Ahsence with 1hr notice

Ahsence with no notice

Approved

Company Meeting

Decrease QTY Repored
Department Shortage d

Hote

|Java Applet Windaw

You need to save your changes to your timecard. The word TIMECARD will be orange
indicating changes had been made and saving is required. Click Save from the menu

bar.
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£3P

Schedule | People | Reports

*TIMECARD
Loaded: 4:2 8PM

GEMERAL ¥ MY QUICKEN AVS MY INFORMATION *

Hanne & 1D Barker , Mincy

Time Period |Previous Pay Pe:

Actions ¥ Punch * Amount * Comment ¥ Approvals ¥ Reports *

Approving the Timecard
Approving your timecard ‘submits’ your time card for manager approval. Approval lets a
manager know that the timecard is accurate, complete and ready to be sent to payroll

for processing.

Approval can be removed if a manager has not submitted the timecards to payroll.

IHMIECARKD
Hame &ID  [Miler, Stanley [MONTHL va220
Last Saved: 3:22PM
Time Peri Period -
Actions ¥ Punch ¥ Amount~ Accruals > Comm Approvals
Approve
Week starting: Sun 3/29 Remove Sppraval
Pay Code Transfer S =] - vert ., Tue 331 Wyied 401 Thu 402
B B vacaion - . &WL a00
00
Remove Sign-Off
Week starting: Sun 4/05
Pay Code Transfer Sun 4105 hon 406 Tue 407 Wyied 4103 Thu 409
| Sick - - 4:00
B Wacstion - - 8:00

4:00 00

Click on ‘Approvals’ then ‘Approve’

Viewing Accruals in eTime

Accrual Balances are updated instantly once the Timecard is saved. The Accruals Tab at
the bottom left of the Timecard will reveal the balances for your Exception Time.

Accrual Detail Tab
Accrual Detail Tab reveals the balances of your Accruals for the current calendar year as

well as the totals of the Exception Time taken to date along with the requested that has
not be used as of yet.

12



TOTALS & SCHEDULE( ACCRUAL DETAIL AXCRUALS | AUDITS .

Balance as of | 4/30/2009 -

" N ; Carryover Earned Taken " Planned Pending
Type s Reporting Perioc Units RN To Date To Date Available Takings e
Personal 140172008 - 1273172009 Hour o:0o 40:00 0:00 40:00 000 000 40:00
Sick 1101 /2009 - 12¢31 /2009 Hour 000 4000 400 3600 0o 0o 36:00

Wacation 0172008 - 12/31/2009 Hour 000 &0r00 16:00 fid:00 &00 000 56:00

Fig

1. Balances will be reflected based on the date selected in the Balance as of field. Select
the date then click the Apply button.

Ending Balance

2. The column labeled “Earned To Date” reveals the balance of your accrual as of the
date selected in step 1.

3. The column labeled “Available” reveals the amount of hours that have been recorded
as taken during the calendar year as of the date selected in step 1.

4. The column labeled “Taken To Date” reveals the amount of hours that are available
for use which is the result of subtracting the hours in the Taken column from the hours
in the Earned To Date column.

5. The column labeled “Planned Takings” reveals the amount of hours that have been
recorded to be taken during the calendar year after the as of the date selected in step 1.

6. The column labeled “Ending Balance” reveals the amount of hours that are available
after those hours in the Planned Takings column have been subtracted from the
Available hours. This balance will be reflected on the Accruals Tab in the “Balance
Without Projected Credits” column.

Accruals Tab

Accruals Tab reveals the projected Balances based on the accruals that will be produced
during the calendar year.

Important Reminder: You are not allowed to take Exception Time (Vacation, Sick) that
has not yet been earned and deposited into the Accrual buckets.

13
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TIMECARD

Hame & 1D [Miler, Starisy [monTHL 8220
Loaded: 3:45PM
Time Period | Current Pay Period -
Actions * Punch * Amount * Accruals * Comment ¥ Approvals * Reports ¥ leave ¥
Week starting: Sun 3,29
Pay Code Transfer SLn 328 hin 3430 Tue 3131 Whied 4401 Thu 402 Fri 43 Sat 4104 Total
<] Wacation - - 500
00/
Week starting: Sun 4,05
Pay Code Transfer Sun 405 Man 406 Tue 407 Wyiedd 405 Thu 408 Fri4M0 Sat 4911 Total
<] Sick - - 400
%] wacation - - 500
4:00| &00|

Week starting: Sun 4/12

TOTALS & SCHEDULE ACCRUALDETALL ACCRUALS AUPITS
Accrual . Balenotan = Balance Projected Projected Projected Projed

Balance without

Ciotde Selected Date Through Debits, Credits Balance Projected Credits
alick 20 Day 1012010 i) 20 20 20

' 40:00 Haur 1012010 000 40:00 40000 40:00

g 40:00 Hour 1012010 000 40:00 40:00 36:00

Wacation 80:00 Hour 10152010 800 8000 12000 56:00

1. The column labeled “Balance on Selected Date” reveals the balance of your accrual as
of the last accrual update which occurs on the 28" of each month when your amount
earned is added and the hours used is subtracted.

2. The column labeled “Balance without Projected Credits” reveals the balance of your

accrual with the amounts used during the current month that have been recorded on
the current timecard or any future request.
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